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INTRODUCTION 



WHAT IS THE LEARNING CENTER? 



The GAO Learning Center is a resource area for self- 
instructional study. it utilizes the concept of individualized 
learning-a method by which individuals direct their own learn- 
ing at a self-established pace. The Learning Center provides 
?ob e r!i^ ?" .flexibility to select and individually schedule 
?^ ^in t-^ 1 " 1 " 9 P ourses and /r self-enrichment activities 
to help achieve organizational and personal goals. The Learn- 
ing Center has been specially designed to help 



.nnt tuh ar 

ju-nt through a variety of media. Participants visitinq the 

Learning Center will be exposed to a variety of learning tools 
including programmed text, audio-cassette Y tape videotape^ 
film, slide-tape and computer-assisted instruction. 

WHAT SERVICES ARE AVAILABLE? 

- Individual instruction 

- Individual tutoring 

- Small group instruction 

- Special demonstrations 

- Material check-out 

WHO SHOULD USE THE CENTER? 

The Learning Center is designed to provide all GAO employees 
desiring to enhance their professional and personal develSent 
the opportunity to select from a variety of training packages 
and media to meet specific interests and needs. P^^ges 

HOW TO USE THIS CATALOGUE 

This catalogue provides a list and short description of pack- 
ages that are presently available at the Learning Center The 
materials are presented in alphabetical order within con! 
tent areas. The six content areas are: 

Section i; ADP/Computers 

Section II: Audit/Technical 

Section Hi: individual Development 

Section IV: Management/Executive Development 

Section V: Secretarial/Clerical 

Section VI: Writing 
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A Table of Contents is at the beginning of each section of the 
catalogue. In addition, a Subject Index is available at the 
back of the catalogue to assist users in identifying appropriate 
training materials and packages. 

Periodic announcements in the GAO Management News will highlight 
recent acquisitions and written descriptions of these new Learn- 
ing Center packages will be included in the next catalogue up- 
date. In addition, GAO's Catalogue of Human Resource Develop- 
ment Activities provides a list of all Learning Center courses. 

HOW TO REGISTER FOR COURSES/PACKAGES 

Individuals are encouraged to visit the Center to acquaint them- 
selves with the available materials and resources and to discuss 
what programs best meet their needs. While "walk-ins" are wel- 
come, it is advisable that visitors make an appointment with the 
Learning Center staff in order to ensure space availablil ity and 
adequate time to discuss training options. For further informa- 
tion about the Learning Center and its services, or to make an 
appointment, please call (202) 275-9648. 

WHERE IS THE CENTER LOCATED? 

The Learning Center is located in the Training and Career Devel- 
opment Center, Room 7536 in the main GAO Building at 441 G 
Street, N.W., and is staffed Monday through Friday from 7:30 
a.m. to 5:30 p.m. 
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ADVANCED TRAINING FOR LOTUS 1-2-3 



OBJECTIVES : 



To teach individuals how to use the ad- 
vanced capabilities of 1-2-3 by empha- 
sizing the development features of the 
Lotus 1-2-3 environment. 



CONTENT s 



After a quick review of the basics, you 
will learn how to construct menu-driven 
applications involving graphing, text, 
and data processing . YOU will learn 
how to do the following: 

1) Problem solving with Lotus 1-2-3 

2) Screen Formatting 

3) Generate Forms 

4) Manipulate Data 

5) Create and Print Graphs 



FORMAT/MEDIUM; 



Software package- 
instruction 



computer-assisted 



LENGTH 5 



4-6 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers and future managers who need 
to learn more about using spreadsheets, 
etc. 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computer courses 
Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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BASIC JR 



OBJECTIVES : 



To teach the fundamentals of BASIC 
programming . 



CONTENT; 



This program teaches BASIC programming, 
using color, graphics, and sound as 
motivation through the step-by-step 
instructions. The user learns all the 
fundamental BASIC commands . The 
GRAPHIC JR program is included for use 
in the drawing and painting of the 
user's own screens. 



FORMAT/MEDIUM; 



Computer- as sis ted instruction 



LENGTH: 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested in learning how 
to program in BASIC 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 
ADP/computer courses 
personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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dBASE III (including tutorial) 



OBJECTIVES: 



To enable the user to learn how to 
create a data-base management system. 



CONTENT: 



The tutorial leads the user step-by- 
step in developing a data-base file . 
It demonstrates how to index and sort , 
edit , make reports , and analyze data , 
The program then discusses more ad- 
vanced capabilities of dbase III. 



FORMAT/MEDIUM: 



Computer- ass is ted instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers who want to put their informa- 
tion management systems on a personal 
computer 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE-- 
ADP/computers 

Management development curriculum 
personal development 



RELATIONSHIP 

Supplemental/reference 



HOW TO OPERATE THE IBM PERSONAL COMPUTER 



OBJECTIVES 2 



To learn how to use the IBM personal 
computer. 



CONTENT: 



A step-by-step tutorial that guides its 
users in setting up the system, using 
special keys and commands, running 
BASIC programs, and understanding IBM 
disk-storage procedures ( formatting , 
copying, creating files, renaming, de- 
leting, batch processing, using a hard 
disk, etc.) . It requires the use of 
IBM's PC-DOS 1.10 diskette. No com- 
puter experience is necessary, and no 
programming is required. 



FORMAT/MEDIUM: 



Three audio cassettes; operator's 
guide 



LENGTH : 



2-3 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use the microcom- 
puter 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP 

Supplemental/reference 
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IBM PC COMMUNICATIONS USING 
THE CROSSTALK PROGRAM 



OBJECTIVES s 



To provide an overview of the communi- 
cation capabilities of the IBM PC. 



CONTENT : 



The program covers the fundamental con- 
cepts, terms, and procedures involved 
in connecting your PC to other PCs, to 
mainframe computers, or to information 
services and database utilities. 

1 ) Communication Concepts 

2) Communication Systems Components 

3) Setting up your IBM PC 

4) Using the Crosstalk program 



FORMAT/MEDIDM: 



Tutorial software manual and program 
diskette 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers and future managers who want 
to learn about the communication possi- 
bilities through using computers 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP 

Supplemental/reference 



TO USE YOUR IBM PC IN 10 EASY VIDEO LESSONS 



OBJECTIVES : 
CONTENT: 



To learn how to operate the microcompu- 
ter. 

Introduction, computer fundamentals, 
interconnecting and using disks, using 
the keyboard, software overview, files, 
DOS operations, applications software, 
basic programming, graduation. 



FORMAT/MEDIUM; 



Two videotapes 



LENGTHS 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone ass igned to use the microcom- 
puter 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP-- 

Supplemental/reference 
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INSTRUCTOR 



OBJECTIVES: 



To introduce the user to the IBM Per- 
sonal Computer. 



CONTENT: 



Teaches users how to interact with the 
IBM Personal Computer, by learning the 
operation of each key, and manipulating 
those keys in combinations and sequen- 
ces to perform system activities. User 
learns concepts that help maximize us- 
ing other application software pack- 
ages, and menus to select different 
instructor activities. 



FORMAT/MEDIUM: 



One diskette, user's guide and opera- 
tion booklet 



LENGTH: 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use a microcomputer 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP-- 

Supplemental/reference 
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INTRODUCTION TO LOTUS 1-2-3 



OBJECTIVES 



To teach individuals how to use Lotus 
1-2-3. 



CONTENT; 



This program takes the user step- by- 
step (using both videotape machine and 
computer) through Lotus 1-2-3. The 
participant receives an introduction to 
Lotus- 1-2-3, learns how to (a) enter- 
commands and information; (b) write 
formulas; (c) create effects; (d) print 
reports; ( e) develop graphs; and ( f ) 
establish an information management 
system. 



FORMAT/MEDIUM; 



Software and videotape package with 
guidebook (8 lessons; 3 videotapes) 



LENGTH: 



3-4 hours 



RECOMMENDED 
PARTICIPANTS; 



Anyone wishing to become more familiar 
with LOTUS 1-2-3 and the capabilities 
of electronic spreadsheets 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computer courses 
Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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LOTUS 1-2-3 (Tutorial) 



OBJECTIVES : 



To enable the participant to learn how 
to create a Lotus 1-2-3 spreadsheet. 



CONTENT : 



This program leads the user step-by- 
step through the creation of a Lotus 
1-2-3 spreadsheet. First, it covers 
the basics : the Lotus 1-2-3 control 
panel, menu selection, and entering 
labels, numbers and formulas. Then the 
program moves to the command struc- 
tures, such as changing column widths, 
moving and centering labels, and for- 
matting the display. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH s 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



RELATIONSHIP TO 
EXISTING TRAINING: 



Anyone wishing to become more familiar 
with the capabilities of electronic 
spreadsheets 



CURRICULUM/COURSE 

Management development curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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MICROCOMPUTER LITERACY PROGRAM FOR 
EXECUTIVES, MANAGERS, AND PROFESSIONALS 



OBJECTIVES: 



To understand the basics of microcom- 
puter systems and BASIC programming. 



CONTENT: 



Microcomputer terminology and techno- 
logy, BASIC programming commands. 



FORMAT/MEDIUM: 



2 volumes of text, 9 audiotapes, 2 
reference books 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers and executives 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computers 



RELATIONSHIP 

Supplemental/reference 
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PC MASTER 



OBJECTIVES: 



To introduce the user to the IBM Per- 
sonal Computer. 



CONTENT: 



Provides instruction in the four most- 
used ^ business applications: word pro- 
cessing, data management, communica- 
tions, and spreadsheets. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH: 



2-3 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use the microcom- 
puter 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computers 



RELATIONSHIP 

Supplemental/reference 
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PC PAL 



OBJECTIVES: 



To introduce the beginner to the IBM 
Personal Computer. 



CONTENT : 



Uses games, animation, and sound to 
teach the PC keyboard, the meaning and 
importance of software , and how the 
software operates. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH: 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use the microcom- 
puter 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP 

Supplemental/reference 



13 



PC TOTOR 



OBJECTIVES s 



To provide the user with an intermedi. 
ate level of training on the IBM per- 
sonal Computer. 



CONTENTS 



Teaches higher level computer concepts 
and PC-DOS. 



FORMAT/MEDIUMS 



Computer-assisted instruction 



LENGTH : 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use the microcom- 
puter 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE-- 
PC Pal (Learning Center) 



RELATIONSHIP 
Follows PC Pal 
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PC-DOS OPERATING SYSTEM (ATI) 



OBJECTIVES: 



To introduce the user to the disk oper- 
ating system of the IBM personal compu- 
ter. 



CONTENT: 



Teaches 12 of the most common commands, 
including displaying the directory, 
copying files and disks, and renaming 
files. Users learn to prepare, moni- 
tor, maintain, and troubleshoot a sys- 
tem. 



FORMAT/MEDIUM; 



Computer-assisted instruction; a user' s 
handbook 



LENGTH : 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use a microcomputer 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 
ADP/computer courses 
Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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PEACHTEXT (including tutorial) 



OBJECTIVES: 



To enable the participant to learn how 
to use a word processing program. 



CONTENT: 



The tutorial provides step-by-step 
instructions on how to create, edit and 
save a document. Among the processes 
covered are deletions by the character, 
word , sentence , or paragraph and copy- 
ing text within and between documents. 
This program is designed to facilitate 
familiarity with all the major commands 
and capabilities of Peachtext. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS 



Anyone interested in learning the func- 
tions and capabilities of the Peachtext 
word processing program 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 
Technical curriculum 
Secretarial curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PERFECT CALC (including tutorial) 



OBJECTIVES 



To enable the participant to learn how t 
to create a spreadsheet. 



CONTENT: 



This program leads the user step- by- 
step through the creation of a Perfect 
Gale spreadsheet. It discusses such 
topics as multiple spreadsheets, re- 
gression formulas, pie and bar charts, 
point and line graphs, and creating 
formulas. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Anyone who wishes to become more famil- 
iar with the capabilities of electronic 
spreadsheets 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 

Management development curriculum 
Technical curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PERFECT FILER 

OBJECTIVES: To enable the participant to learn how 

to use an electronic filing program. 

CONTENT: This program is designed to familiarize 

the user with all the major commands 
and capabilities of Perfect Filer. It 
describes how to produce forms, lists 
and form letters and demonstrates how 
to link information with a communica- 
tions package, a data management pack- 
age and a word processing package. 

FORMAT/MEDIUM: Computer-assisted instruction 
LENGTH: Self -paced 



RECOMMENDED 

PARTICIPANTS: Anyone wishing to use microcomputers 

for filing data 



RELATIONSHIP TO 

EXISTING TRAININGS CURRICULUM/ COURSE-- 

ADP/computer courses 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 
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PERFECT LINK 



OBJECTIVES* 



To provide the user the capability to 
communicate with other computer sys- 
tems. 



CONTENT : 



This program is designed to give the 
user immediate hands-on experience us- 
ing Perfect Link. Users learn how to 
automatically dial and log into infor- 
mation services. Perfect Link provides 
participants with a flexible set of 
tools for sending and receiving files 
and printing incoming data. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Manager and future managers who need to 
communicate through using computers 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 
ADP /computer courses 
Management development curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PERFECT WRITER (including tutorial) 



OBJECTIVES 



To enable the participant to learn how 
to use a word processing program. 



CONTENT : 



The tutorial provides step- by- step 
instructions on how to use the word 
processing program. This program is 
designed to facilitate familiarity with 
all the major commands and capabilities 
of Perfect Writer. This package also 
contains an integrated editor, thesau- 
rus and spelling checker. 



FORMAT/MEDIUM: 



Computer-assisted instruction. 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS 



Anyone who wishes to use microcomputers 
as word processors. 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 
Technical curriculum 
Secretarial curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PROFESSOR DOS 



OBJECTIVES: To Introduce the user to the IBM Per- 

sonal Computer, 

CONTENTS An interactive, instructional software 

package that is designed to teach per- 
sonal computer users how to use and 
manage their IBM PC at a higher level.. 
Using simulated DOS operations, users 
are guided through every important 
application and PC concept. 

FORMAT/MEDIUM: Computer-assisted instruction; user's 

guide; operation booklet 



LENGTH: 2 hours 

RECOMMENDED 

PARTICIPANTS: Anyone assigned to use the microcompu- 

ter 



RELATIONSHIP TO 

EXISTING TRAINING: CURRICULUM/COURSE 

The Instructor (Learning Center 



RELATIONSHIP 

Follows the Instructor 
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PROFESSOR PIXEL 



iBJECTIVESs 



To learn how to develop graphic pro- 
grams. 



lONTENTs 



Although a previous knowledge of BASIC 
is helpful , this package teaches all 
the necessary commands used in terms 
that are easy to understand. The les- 
son begins with a guide to graphics, 
such as color , shapes and lines , then 
progresses to more advanced sound and 
animation. At completion, the user 
will be able to produce business charts 
and designs. 



ORMAT/MEDIUM; 



Computer-assisted instruction (one 
diskette and a user's guide) 



ENGTH: 



2-3 hours 



ECOMMENDED 
ARTICIPANTS: 



Anyone wishing to learn how to develop 
graphic programs 



ELATIONSHIP TO 
XISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/computers 



RELATIONSHIP 

Supplemental/reference 
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PROGRAMMED LEARNING AID FOR BASIC PROGRAMMING LANGUAGE 



OBJECTIVES s 

CONTENT: 



To use BASIC commands for programming 



BASIC commands. 



FORMAT/MEDIUMS 



Programmed text 



LENGTH : 



14 lessons 



RECOMMENDED 
PARTICIPANTS: 



RELATIONSHIP TO 
EXISTING TRAINING 



All GAO employees 



CURRICULUM/COURSE-- 
BASIC programming 



RELATIONSHIP 

Supplemental/reference 
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TRAINING FOR THE dBASE II PROGRAM (CDEX) 



OBJECTIVES 2 



To provide comprehensive training for 
both new and experienced dBase II 
users . 



CONTENT; 



1 ) Basic database concepts 

2) How to plan and create a database 
with dBase II 

3) Displaying information from dBase 
II files 

4) Editing records 

5) dBase II programming techniques 



FORMAT/MEDIUM: 



LENGTH: 



Software package computer-assisted in- 
struction 

Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Anyone interested in learning 
database management systems 



about 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 

development 
ADP/coraputer courses 
Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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TRAINING FOR THE IBM PERSONAL COMPUTER (CDEX) 



OBJECTIVES : 



To introduce the user to the IBM Per- 
sonal Computer. 



CONTENT: 



Introduction to CDEX training for the 
IBM Personal Computer, user instruc- 
tions, keyboard function reference, DOS 
command reference, and practice exer- 
cises. Also an introduction to other 
operating systems, programming lang- 
uages, and add-on peripherals. 



FORMAT/MEDIUM: 



Computer- assisted instruction? refer- 
ence guide 



LENGTH: 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone assigned to use the microcompu- 
ter 



RELATIONSHIP TO 

EXISTING TRAINING: 



CURRICULUM/ COURSE 

Personal development/career 

development 
ADP/computer courses 



RELATIONSHIP 

Supplemental/reference 
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CROSSTALK 



OBJECTIVES: 



CONTENT; 



To provide the user the capability to 
communicate with other computer sys- 
tems 

Crosstalk is a data communications pro- 
gram that opens lines of communication 
between microcomputers and virtually 
any other computer. Users learn how to 
perform Crosstalk 1 s two major func- 
tions: (1) it is a "terminal program", 
allowing users to dial into a host com- 
puter system and act as a terminal to 
that system; and (2) It is a "file 
transfer" program that allows users to 
call up other Crosstalk compatible sys- 
tems and exchange files with that sys- 
tem. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers and future managers who need 
to communicate through using computers 



RELATIONSHIP TO 
EXISTING TRAINING! 



CURRICULUM/COURSE 
ADP/computer courses 
Management development curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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AUDIT EVIDENCE 



OBJECTIVES 



To identify and analyze the types, 
quality, and extent of audit evidence 
and procedure, and to perform the 
necessary audit tests to form an opin- 
ion 



CONTENT s 



Basic types of evidence and reliabil- 



ity, extent 
relationship 
and types of 
weaknesses, 
formulation. 



of evidence gathering , 

between audit assertions 

evidence, internal control 

evidence and judgment 



FORMAT/MEDIUM 



Audiotape and workbook 



LENGTH : 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Any person with a need for a refresher 
or introductory course in audit evi- 
dence 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 
Technical curriculum 



RELATIONSHIP 

Supplemental/reference 
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CPA CASSETTE PROGRAM 



OBJECTIVES : 



To aid the student in preparing for the 
Certified Public Accountant Examina- 
tion. 



CONTENTS 



Accounting Theory, Practice, Auditing 
and Business Law. 



FORMAT/MEDIUM; 



Cassettes and Workbooks 



LENGTH : 



70 hours 



RECOMMENDED 
PARTICIPANTS: 



Participants wanting to study for the 
CPA Examination 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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DESCRIPTIVE AND INFERENTIAL STATISTICS 



OBJECTIVES: 



To present a basic course in descrip- 
tive and inferential statistics. 



CONTENTS 



Information on basic statistics includ- 
ing measures of control tendency, fre- 
quency distributions, percentiles, mea- 
sures of dispersions, regression, 
standard deviation, test of signifi- 
cance, etc. 



FORMAT/MEDIUM: 



Audiotapes; duplicating masters 



LENGTH ; 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Any individual who requires a beginning 
or refresher text in descriptive and 
inferential statistics 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 
Technical curriculum 



RELATIONSHIP-- 

Supplemental/reference 
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CPA CASSETTE PROGRAM 



OBJECTIVES: 



To aid the student in preparing for the 
Certified Public Accountant Examina- 
tion. 



CONTENT: 



Accounting Theory, Practice, Auditing 
and Business Law. 



FORMAT/MEDIUM; 



Cassettes and Workbooks 



LENGTH : 



70 hours 



RECOMMENDED 
PARTICIPANTS: 



Participants wanting to study for the 
CPA Examination 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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DESCRIPTIVE AND INFERENTIAL STATISTICS 

OBJECTIVES: To present a basic course in descrip- 

tive and inferential statistics. 

CONTENT: Information on basic statistics includ- 

ing measures of control tendency, fre- 
quency distributions, percentiles, mea- 
sures of dispersions, regression, 
standard deviation, test of signifi- 
cance, etc. 

FORMAT/MEDIUM: Audiotapes; duplicating masters 

LENGTH: 2 hours 

RECOMMENDED 

PARTICIPANTS: Any individual who requires a beginning 

or refresher text in descriptive and 

inferential statistics 

RELATIONSHIP TO 

EXISTING TRAINING: CURRICULUM/COURSE 

Technical curriculum 



RELATIONSHIP 

Supplemental/reference 
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INFORMAL LOGIC AND INDUCTIVE REASONING 



OBJECTIVES 



To present a course in logic and rea- 
soning related to ordinary human 
affairs with a minimum of abstract 
theory. 



CONTENT: 



Lectures which discuss identifying the 
problem, analogy, inductive and deduc- 
tive reasoning, assumptions, and falla- 
cies. 



FORMAT/MEDIUM; 
LENGTH: 



Audio-cassette tapes 



5-6 hours 



RECOMMENDED 
PARTICIPANTS: 



Any individual who requires a beginning 
or refresher course in logic 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 
Technical curriculum 



RELATIONSHIP 

Supplemental/reference 
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OPERATIONAL AUDITING 



OBJECTIVES : 



To give users an overview of the compo- 
nents of operational auditing from 
start to report. 



CONTENT: 



Teaches the fundamentals of operational 
auditing including scope, the prelimi- 
nary audit, interviewing , working pap- 
ers, and the audit report. 



FORMAT/MEDIUM: 



Videotape and study guide 



LENGTH s 



8 hours 



RECOMMENDED 
PARTICIPANTS: 



Any individual requiring a beginning or 
refresher text in planning 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 
Operational Auditing 



RELATIONSHIP 

Supplemental/reference 



II - 7 



PROJECT PLANNING AND MANAGEMENT APPROACH (PPMA) 



OBJECTIVES: 

CONTENTS 

FORMAT/MEDIUM: 

LENGTH: 



RECOMMENDED 
PARTICIPANTS: 



RELATIONSHIP TO 
EXISTING TRAINING 



To introduce the participant to PPMA 
steps. 



Modules describing the PPMA process 



Programmed Instruction 



Self-paced 



Entry-level evaluators 



CURRICULUM/COURSE 

Comprehensive Entry-Level Training 

RELATIONSHIP 

Pre-course package 
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PLANNING FOR NON-PLANNERS/PLANNING BASICS FOR MANAGERS 



OBJECTIVES : 



To present guidelines for managers who 
need to plan, but are unfamiliar with 
planning concepts. 



CONTENT: 



Discussions using examples from busi- 
ness to define and explain the planning 
process. 



FORMAT/MEDIUM: 



Text 



LENGTH: 



146 pages 



RECOMMENDED 
PARTICIPANTS 



Any individual requiring a beginning or 
refresher text in planning 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Management development curriculum 
Technical curriculum 



RELATIONSHIP 

Supplemental/reference 
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PREPARING GAO WORKPAPERS 



OBJECTIVES: 



To present the mechanics of how to pre- 
pare workpapers. 



CONTENT s 



Five sections cover an overview of 
GAO's work and the relationship of pre- 
paring workpapers to the audit process, 
evidence , workpaper preparation , assem- 
bling workpaper components, and safe- 
guarding and access to records. 



FORMAT/MEDIUM: 



Programmed Instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS 



Entry-level evaluators 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Comprehensive Entry-Level Training 



RELATIONSHIP 

Pre-course package 
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ASSERTIVENESS FOR CAREER AND PERSONAL SUCCESS 



OBJECTIVES 



To understand and put into practice 
various assertion techniques. 



CONTENT: 



Participant will assess his/her own 
level of assertiveness; study various 
assertion techniques, and learn to act 
with assertion. 



FORMAT/MEDIUM; 



Study guide (workbook) and cassettes 



LENGTH : 



6 tapes (12 hours) 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE-- 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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DISCOVERS A CAREER PLANNING PROGRAM 
FOR ORGANIZATIONS 



OBJECTIVES : 



To provide career guidance to employ- 
ees. 



CONTENTS 



An interactive program which guides the 
individual through key steps of the 
career planning process including ( 1 ) 
understanding career development, (2) 
assessing yourself, (3) gathering in- 
formation, (4) making decisions, and 
(5) taking action. No computer experi- 
ence is necessary and no programming is 
required. 



FORMAT/MEDIUM; 



Software package computer-assisted in- 
struction 



LENGTH: 



Self-Paced 



RECOMMENDED 
PARTICIPANTS; 



RELATIONSHIP TO 
EXISTING TRAINING 



Any employee interested in the career 
planning process for personal, career 
and professional growth 



CURRICULUM/ COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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EFFECTIVE PRESENTATION INSTRUCTION KIT 



OBJECTIVES : 



To identify and prepare for major types 
of business and technical presenta- 
tions. 



CONTENTS 



A combination of logical exposition, 
demonstration, and skill-building tech- 
niques and exercises. Each participant 
develops a set of briefing objectives, 
an audience analysis, and the main 
ideas in a preliminary plan, and learns 
how to select and organize resource 
material. 



FORMAT/MEDIUM; 



Audiocassette tape and study guide 



LENGTH: 



21 to 27 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone who is highly competent in his 
or her technical field, but who has 
difficulty in formally communicating 
critical information to people outside 
that field. Also useful to more expe- 
rienced presenters who wish to sharpen 
their preparation and presentation 
skills 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Preparing Effective Presentations 



RELATIONSHIP 

Supplemental/reference 
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HOW TO TEACH GROWN-UPS 



OBJECTIVES: 



To provide a basic foundation of prac- 
tical approaches to instruction and to 
present effective techniques for in- 
structors and trainers in adult learn- 
ing situations. 



CONTENTS 



The package consists of the following 

eight modules: 

1} "Learning" vs "Schooling" 

2) The Participative Lecture Process 

3) Discussional Methods of Instruction 

4) using the Common Instructional Aids 
Effectively 

5) Lesson Planning and Objectives 

6) Experiential Methods 
7} One-on-One Instruction 
8) To Test or Not to Test? 



FORMAT/MEDIUM; 



Audiocassettes/workbooks 



LENGTH: 



Self-paced (8 tapes/8 workbooks) 



RECOMMENDED 
PARTICIPANTS: 



Trainers, instructors, teachers, facil- 
itators or discussion leaders who con- 
duct classroom sessions attended bv 
adults * 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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LISTEN AND BE LISTENED TO 



OBJECTIVES: 



To improve both expressive and recep- 
tive communication skills. 



CONTENT: 



To check one' s listening profile, to 
learn the laws of instructional listen- 
ing and speech structure, to consider 
listening as a persuasive tool, and to 
take a look at manipulation and body 
language . 



FORMAT/MEDIUM: 



Workbook and cassettes 



LENGTH : 



6 audiotapes. Approximately 12 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone interested in improving his/her 
communication skills 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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LISTENING: A KEY TO PROBLEM SOLVING 



OBJECTIVES: 



To be more sensitive to learning both 
facts and feelings in the oral messages 
one receives; to be more sensitive to 
hearing implied messages; to be more 
adept at recognizing various solutions 
in problem- solving situations; to be 
more adept at communicating produc- 
tively and securing ideas, information, 
and cooperation from others. 



CONTENT : 



A typical situation is presented be- 
tween subordinate and manager where one 
"sends" and the other does not "re- 
ceive . " Then options are examined to 
see what can be done to re-open the 
lines of communication when verbal and 
nonverbal facts and/or feelings are 
sent and not heard. 



FORMAT/MEDIUM! 



Video 



LENGTH : 



22 minutes 



RECOMMENDED 
PARTICIPANTS: 



Supervisors and managers interested in 
improving their listening and problem- 
solving skills 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Elements of Supervision 
Advanced Supervision 



RELATIONSHIP 

Supplemental/reference 
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LISTENING AND NOTE-TAKING 



OBJECTIVES : 



To improve listening and note-taking 
skills. 



CONTENT: 



How to identify the main idea, how to 
identify relevant details in short 
spoken selections, how to decide which 
details to include in notes, how to 
take notes in outline form, and how to 
take notes in different classroom situ- 
ations. 



FORMAT/MEDIUM: 



Audiocassette tape and workbook (tran- 
script of the tapes is available) 



LENGTH: 



6 tapes ( 12 hours) 



RECOMMENDED 
PARTICIPANTS 



Anyone who is interested in improving 
his or her study skills 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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PERSONAL FINANCIAL PLANNING 



OBJECTIVES : 



To learn how to apply sound business 
techniques to your personal financial 
life 



CONTENT: 



This package will enable the user to: 
(1 ) Develop income-producing spending 

plans 

{2} Analyze the advantages and disad- 
vantages of the various types of 
variable rate mortgages 

(3) Evaluate investments 

(4) Build sound personal portfolios 

(5) Take advantage of current tax laws 
concerning IRA'S, Keoghs, and muni- 
cipal bonds, to build a solid re- 
tirement fund 



FORMAT/MEDIUM: 



Workbook 



LENGTH: 



14 hours 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested 
financial planning 



in 



personal 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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THE POWER OF THE WORD 



OBJECTIVES: 

CONTENT: 



To improve the user's reading skills. 



This package encompasses a wide variety 
of skills ranging from the mechanics of 
word recognition and the interpretation 
of punctuation marks to spelling drills 
and reading comprehension. 



FORMAT/MEDIUM; 



Workbook 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested in acquiring 
some basic reading concepts and speci- 
fic skills 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE-- 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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PRESENTATION AND PERSUASION 



OBJECTIVES: 



To learn how to present ideas with con- 
fidence and skill. 



CONTENT : 



This package provides the user with 
ideas on how to effectively plan and 
deliver a presentation. It discusses 
the importance of doing an audience 
analysis and provides helpful advice on 
such topics as overcoming stage fright, 
developing an opening statement, de- 
livering the speech, closing the pre- 
sentation, and using visual aids. An 
entire unit is also devoted to the pro- 
cess of persuasion. 



FORMAT/MEDIUM; 



Audiocassette/ workbook 



LENGTH : 



6 tapes (12 sides 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested in improving 
their presentation and/or persuasion 
skills 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Preparing Effective Presentations 



RELATIONSHIP 

Supplemental/reference 
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READING EFFICIENCY SYSTEM 



OBJECTIVES: 



To improve one's present reading skills 
to become a more efficient reader. 



CONTENT: 



Developing efficient reading skills in 
comprehension, vocabulary development, 
and rate improvement. 



FORMAT/MEDIUM: 



Video and drill books 



LENGTH : 



18 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone who is interested in improving 
his or her present reading skills to 
become a more efficient reader 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Personal development/career 
development 



RELATIONSHIP-- 

Supplemental/reference 
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RELAXATION TECHNIQUES 



OBJECTIVES 



To describe a scientific way for learn- 
ing how to relax. 



CONTENT: 



An audio-tape developed by QOHD 1 s 

Counseling and Career Development 

Branch that provides hints, suggestions 

and exercises for learning how to re- 
lax. 



FORMAT/MEDIUM: 



Audio-cassette tape 



LENGTH: 



20 minutes 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested in developing 
techniques for relaxing 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP-- 

Supplemental/reference 
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SPEEDWAY READING KIT 



OBJECTIVES: 



To improve one's present reading skills 
to become a more efficient reader 



CONTENT: 



Lessons are included which focus on 
developing reading skills designed to 
increase one's reading rate and improve 
efficiency and recall. 



FORMAT/MEDIUM: 



Workbooks and Cassettes 



LENGTH: 



16 Lessons 



RECOMMENDED 
PARTICIPANTS: 



GAO employees interested in improving 
their reading skills and increasing 
their reading speed 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Career development/personal 
development 



RELATIONSHIP 

Supplemental/reference 
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STRESS MANAGEMENTS A POSITIVE STRATEGY 



OBJECTIVES s 



To understand the positive/negative 
role stress plays in our lives; in- 
crease awareness of sources of stress 
and reaction to them; analyze responses 
and techniques to better manage stress. 



CONTENT : 



Video programs that integrate a series 
of dramatic episodes with consultant 
interviews and host commentary. The 
program includes: (1) Becoming Aware; 
(2) Taking Stock; (3) Managing Your- 
self; (4) Solving problems; and (5) 
Looking Ahead. 



FORMAT/MEDIUM: 



5 video cassette programs and 1 hand- 
book 



LENGTH : 



150 minutes (30 minutes each cassette) 



RECOMMENDED 
PARTICIPANTS:: 



Anyone interested in becoming aware of 
stress and how to manage stress more 
effectively 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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UNDERSTANDING WORKAHOLISM 



OBJECTIVES : 



To learn (1) the reasons why a signifi- 
cant number of employees work extremely 
hard; (2) the effects of workaholism, 
i.e., working for the sake of work vs. 
constructive and creative work; (3) the 
advantages of combining dedication to 
constructive work and family and social 
life vs. dedication to work for work's 
sake; (4 ) the physical and psychologi- 
cal effects of workaholism. 



CONTENTS 



A description of workaholics and the 
physical and psychological problems 
associated with workaholism. 



FORMAT/MEDIUM: 



Audiotape 



LENGTH: 



1 hour 20 minutes 



RECOMMENDED 
PARTICIPANTS: 



Any employee interested in learning 
more about the physical and psychologi- 
cal effects of workaholism 



RELATIONSHIP TO 
EXISTING TRAINING! 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 



III - 16 



TABLE OF CONTENTS 

SECTION IV. MANAGEMENT/EXECUTIVE DEVELOPMENT 

PAGE 

Assessing Personal Management Skills IV- 2 

Building Teamwork IV- 3 

Conducting Successful Meetings IV- 4 

Defining Goals and Objectives IV- 5 

Efficient Reading for Managers IV- 6 

Evaluating Organizational Effectiveness IV- 7 

Excellence Challenge IV- 8 

First-Time Manager IV- 9 

GAO's Management Conference #1 - Leesburg, VA IV-10 

GAO's Management Conference #2 - Leesburg, VA IV-11 

Getting Results With Time Management IV-12 

Harvard Project Manager (Total Project Manager) IV-13 

How To Be A Successful Female Executive IV-14 

How To Build Memory Skills IV- 15 

How To Delegate Effectively IV-16 

How To Make Better Decisions IV-17 

Improving Employee Performance IV-18 

In Search of Excellence IV-19 

Leading Effectively IV-20 

Leading Meetings IV-21 

Managerial Communication: How to Master It IV-22 

Managerial/Executive Speakers Programs IV-23 

Managing Conflict IV-24 

Managing Conflict Productively IV-25 

Managing Time Effectively. IV-26 

Megatrends IV-27 

Motivating to Achieve Results IV-28 

Motivation Techniques for Managers and Supervisors.... IV-29 

No-Nonsense Delegation IV-30 

One-Minute Manager IV-3 1 

Participative Management: Team Success IV-32 

Performance Appraisal IV-33 

Problem-Solving Skills for Supervisors IV-34 

Solving Problems Creatively IV-35 

Trigger: Managing By Exception IV-36 

Understanding Personal Interaction Styles IV-37 

Warren Bennis on Leaders: An Endangered Species IV-38 



IV - 1 



ASSESSING PERSONAL MANAGEMENT SKILLS 



JECTIVES : 



To aid individuals in assessing their 
management skills 



NTENT: 



A comprehensive self-assessment program 
which considers an individual's per- 
sonal attitudes, behavior, and concept- 
ual understanding as it relates to his 
or her effectiveness as a manager. The 
program assesses how well an individual 
manages people to achieve results, sets 
goals and objectives, organizes work, 
and gives performance appraisals. It 
also assesses the ability to organize 
time , manage stress , conduct meetings r 
and solve problems. 



'RMAT/MEDIUM: 



Software package computer- ass is ted in- 
struction 



;NGTH : 



4 hours 



.COMMENDED 
.RTICIPANTS: 



II.ATIONSHIP TO 
:ISTING TRAINING 



Managers and future managers who wish 
to learn more about their own manage- 
rial skills 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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BUILDING TEAMWORK 



OBJECTIVES 



To understand the importance of team- 
work and how to develop an effective 
team. 



CONTENT: 



The program relates the characteristics 
of well- function ing teams and dis- 
cusses the importance of understanding 
people's attitudes and how attitudes 
are changed. The concepts of trust and 
self-disclosure are described according 
to a model, the Johari Window. The 
program also discusses the importance 
of listening skills and how people can 
deal with problem situations. 



FORMAT/MEDIUM; 



Audio- cassette/workbook 



LENGTH : 



Self-paced (6 tapes - 12 sides 



RECOMMENDED 
PARTICIPANTS: 



Managers interested in improving the 
effectiveness of their team by blending 
individual excellence into productive 
group achievement 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 
Advanced Supervision 



RELATIONSHIP-- 

Supplemental/reference 
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CONDUCTING SUCCESSFUL MEETINGS 



OBJECTIVES* 



To help managers improve the effective- 
ness of their meetings. 



CONTENT s 



This program presents basic principles 
for conducting successful meetings. 
Participants learn what the character- 
of effective meetings are and 
to call a meeting . 
during a meet- 



istics 

when is a good time 
The roles people assume 
ing are reviewed , and two checklists 

conduct 



-...^ are reviewed , 
enable participants to plan and 
meetings more effectively and get the 
follow-up necessary for the desired re- 
sults. The program also gives partic- 
their group members the op- 
how they 



and 



ipants 

portunity to assess how they perceive 
roles at group meetings. 
is designed to help the 
group improve its performance and as- 
sist each work group member with making 
contributions at meetings. 



each other' s 
The assessment 



FORMAT/MEDIUM: 



Computer ass is ted instruction 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers interested in improving their 
effectiveness in conducting meetings 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Running Effective Meetings 



RELATIONSHIP - 

Supplemental/reference 
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DEFINING GOALS AND OBJECTIVES 



OBJECTIVES : 



To help managers assess the effective-t- 
ness of their objectives and to distin- 
guish between long-term goals and 
short-term objectives. 



CONTENT : 



A simulation which demonstrates the 
value of objectives, long-term goals 
and short-term objectives. partici- 
pants will assess the effectiveness of 
their objectives, check their own atti- 
tudes toward defining goals and objec- 
tives, and plan for setting better 
goals and objectives for the work 
group. 



FORMAT/MEDIUM: 



Software package computer-assisted in- 
struction 



LENGTH : 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers interested in establishing , as 
well as distinguishing, between long- 
term goals and short-term objectives 
and assessing the effectiveness of 
their objectives 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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EFFICIENT READING FOR MANAGERS 



OBJECTIVES 



To enable working managers to achieve 
and maintain efficiency in reading. 



CONTENTS 



Cases on reading with accompanying ex- 
ercises and examinations. 



FORMAT/MEDIUM; 



Workbook case studies and examinations 



LENGTH: 



80 pages - Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers and employees interested in 
improving reading skills and increasing 
their reading speed 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Career development/personal 

development 
Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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EVALUATING ORGANIZATIONAL EFFECTIVENESS 



OBJECTIVES s 



To allow individuals and up to 25 col- 
leagues to evaluate the effectiveness 
of their group/organization. 



CONTENT: 



This program focuses on such areas as 
productivity improvement priorities , 
organizational climate, organizational 
culture, job satisfaction and working 
conditions. 



FORMAT/MEDIUM: 
LENGTH s 



Computer-assisted instruction 



4-6 hours 



RECOMMENDED 
PARTICIPANTS s 



GAO managers or supervisors interested 
in evaluating the effectiveness of 
their group/organization 



RELATIONSHIP TO 
EXISTING TRAINING! 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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THE EXCELLENCE CHALLENGE 
(with Tom Peters) 



OBJECTIVES s 



CONTENT: 



FORMAT/MEDIUM: 



To learn 
manager . 



how to be a more effective 



Tom Peters , co-author of In Search of 
Excellence, presents easy-to-use-tecti- 
niques for making managers more effec- 
tive . He discusses topics such as 
"Effective Wandering", "The 1000% Dif- 
ference", "Just Plain paying Attention" 
and "Pun is not a Dirty Word." 



Audio-cassettes 



LENGTH: 



3 hours (6 cassettes) 



RECOMMENDED 
PARTICIPANTS 



Managers interested in learning how to 
improve their effectiveness and the 
effectiveness of their organization 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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THE FIRST-TIME MANAGER 



OBJECTIVES: 



To aid new managers in managing staff 



CONTENT: 



Participants will learn ways to skill- 
fully manage to improve relationships 
between themselves and their staffs. 



FORMAT/MEDIUM: 



Audiotape 



LENGTH: 



1 hour 20 minutes 



RECOMMENDED 
PARTICIPANTS: 



New or recently appointed supervisors 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Transition Workshop for New 

Supervisors 
Elements of Supervision 



RELATIONSHIP 

Supplemental/reference 
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GAO'S MANAGEMENT CONFERENCE |1 - LEESBURG, VA 
(November 8-10, 1983) 



OBJECTIVES 



The purpose of this meeting , which 
brought together GAO 1 s top officials 
from headquarters, regions, and over- 
seas, was to begin a process of commu- 
nication and teamwork essential to 
achieving GAO's mission in the 1980 f s 
and beyond. The meeting had three ob- 
jectives: (1) to discuss the Comptrol- 
ler General's goals and operating phi- 
losophy; (2) to bring everyone up to 
date on what is going on in GAO and 
why; (3) and to discuss future direc- 
tions and expectations. 



CONTENT z 



Comptroller General Bowsher reviewed 
the management initiatives he has taken 
since joining GAO and previewed his 
future objectives. The agenda focused 
on GAO 1 s products, people and proc- 
esses. Other speakers included Prank 
Fee, the Assistant Comptroller General 
of Operations; Greg Ahart, Assistant 
Comptroller General for Human Re- 
sources; and Henry Eschwege, Assistant 
Comptroller General for Planning and 
Reporting . 



FORMAT/MEDIUM; 



Video 



LENGTH: 



4-6 hours 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee interested in learning 
what happened at the Management Confer- 
ence. 
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GAO'S MANAGEMENT CONFERENCE #2 
(November 15-17, 1 



LEESBURG, VA 



OBJECTIVES: 



The purpose of the annual meeting, 
which brings together GAO 1 s top offi- 
cials from headquarters, regions, and 
overseas, is to promote a mutual under- 
standing of the work of the entire or- 
ganization. The conference provides an 
opportunity for the agency's leadership 
to look back at the past year's accom- 
plishments and to build a common frame- 
work for tackling the challenges of the 
future. 



CONTENT: 



Mr. Bowsher's presentation began with a 
look back at what GAO has accomplished 
since last year 1 s management meeting , 
including agency reorganization, ef- 
forts to improve quality, reevaluating 
issue areas, upgrading human resource 
activities, completing the first round 
of post-assignment quality reviews, ac- 
quiring computers, and other areas. 
The following briefings were made at 
the meeting: NSIAD, OGC, RCED, AFMD, 
HRD, PEMD, GGD, and IMTEC. Presenta- 
tions and discussions were conducted 
for ( 1 ) human resource management 
issues, (2) internal operations, (3) 
13/14 Council Letter, (4) PAQRS and (5) 
"How We DO Our Work". 



FORMAT/MEDIUM: 



Video 



LENGTH: 



4-6 hours 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee interested in learning 
what happened at the Management Confer- 



ence. 



TV 



11 



GETTING RESULTS WITH TIME MANAGEMENT 



OBJECTIVES: 



To aid managers and future managers to 
assess their time with respect to man- 
agement and job-related activities. 



CONTENT: 



Text material - Allocation of time with 
respect to jobs and relationships with 
co-workers and subordinates; specific 
information on the proper allocation of 
time with respect to specified tasks 
and derived results. 



FORMAT/MEDIUM: 



Workbook case studies and examinations 



LENGTH: 



80 pages - Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Managers and employees interested in 
improving their time management techni- 
ques 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Time Management for Managers 
Time Management for Secretaries 



RELATIONSHIP 

Supplemental/reference 



IV - 1.2 



THE HARVARD PROJECT MANAGER 
(Total Project Manager) 



OBJECTIVES; 



To improve the management of GAO jobs 
by applying a computerized tracking 
system to project management; to en- 
hance resource planning and allocation; 
to improve the project manager f s capac- 
ity to establish and meet milestones; 
and to more efficiently design and con- 
trol work. 



CONTENT: 



A graphics-oriented , microcomputer- 
based GANTT and CPM software package 
that runs on the IBM PC. The program 
can apply quantitative decisionmaking 
tools to the project management func- 
tion, and can graphically display pro- 
ject tasks, subtasks, milestones, and 
dates, thus providing a valuable com- 
munication tool that can be used in 
planning and reporting. 



FORMAT/MEDIUM: 



Tutorial software manual and program 
diskette 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS : 



Project managers (GS-13/15) with work- 
ing knowledge of the IBM PC 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/ COURSE-- 
Project Management 
Managing Multiple Projects 



RELATIONSHIP 

Supplemental/reference 
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HOW TO BE A SUCCESSFUL FEMALE EXECUTIVE 



OBJECTIVES 



To discuss how women 
successful executives . 



can become 



CONTENT 



Interviews with successful female 
executives giving their views on the 
kinds of training and experiences a 
woman should aim for to be successful. 



FORMAT/MEDIUM 



Audiotape 



LENGTHS 



30 minutes 



RECOMMENDED 
PARTICIPANTS: 



G&Q women employees who want to learn 
how a woman can achieve executive 
status 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP-- 

Supplemental/reference 
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HOW TO BUILD MEMORY SKILLS 



OBJECTIVES: 



To enable managers to improve their 
memory skills. 



CONTENT: 



Memory improvement techniques, exer- 
cises and examinations on how to retain 
facts, names, faces, etc. 



FORMAT/MEDIUM; 



Workbook 
tions 



case studies and examina- 



LENGTH; 



115 pages Self-paced 



RECOMMENDED 
PARTICIPANTS 



Anyone interested in improving their 
memory skills; practicing and future 
managers 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE-- 

Personal development/career 

development 
Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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HOW TO DELEGATE EFFECTIVELY 



OBJECTIVES: 



To inform management about the delega- 
tion process as it relates to the as- 
signment of a meaningful part of opera- 
tions or management to one or more sub- 
ordinates. 



CONTENT: 



Private, self -paced individualized 
study workbooks - with examinations & 
places for responses. 



FORMAT/MEDIUM: 



Workbook assignments and examinations 



LENGTH: 



160 pages Self-paced 



RECOMMENDED 
PARTICIPANTS: 



For practicing managers and future man- 
agers interested in how to effectively 
delegate to subordinates 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP-- 

Supplemental/reference 
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HOW TO MAKE BETTER DECISIONS 



OBJECTIVESs 



To understand different approaches and 
methods for increasing the effective- 
ness of decisionmaking. 



CONTENT: 



This program describes the differences 
between routine versus nonroutine deci- 
sions, when not to make a decision, how 
to handle a bad decision, why decision- 
making is difficult, how to make deci- 
sions under time pressure, and the 
group decisionmaking process. Supervi- 
sory decisionmaking situations and case 
studies are presented for analysis. 



FORMAT/MEDIUM; 



Audio-cassette tape and workbook 



LENGTH: 



12 hours 



RECOMMENDED 
PARTICIPANTS: 



Supervisors and managers interested in 
improving their decisionmaking skills 



RELATIONSHIP TO 

EXISTING TRAINING: 



CURRICULUM/ COURSE 

Elements of Supervision 
Managerial Decisionmaking 



RELATIONSHIP 

Supplemental/reference 
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IMPROVING EMPLOYEE PERFORMANCE 



OBJECTIVES: 



To help managers identify, analyze, and 
solve performance problems and to con- 
duct performance discussions with sub- 
ordinates. 



CONTENT : 



A specific step-by-step approach - to- 
analyzing performance problems is used. 
A performance improvement mode], is in- 
troduced with exercises on identifying 
and analyzing performance problems. 
Solving and discussing performance 
problems are also covered , with exer- 
cises on giving constructive feedback 
and handling defensiveness. 



FORMAT/MEDIUM; 



Software package computer-assisted in- 
struction 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS 



GAO managers interested in accurately 
assessing and dealing with performance 
problems on the job 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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IN SEARCH OP EXCELLENCE 



OBJECTIVES s 



To provide the. user with a synopsis of 
the book In Search of Excellence 



CONTENT : 



Tom Peters, the co-author of In Search 
of Excellence , highlights the impor- 
tant points from his book, describing 
the authors' research which studied the 
factors that made great corporations 
great. 



FORMAT/MEDIUM; 



Audio-cassette tape 



LENGTH: 



45 minutes 



RECOMMENDED 
PARTICIPANTS: 



Supervisors and managers interested in 
managerial and organizational excel- 
lence 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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LEADING EFFECTIVELY 



OBJECTIVES : 



To help managers improve their effec- 
tiveness as leaders. 



CONTENT: 



The program defines leadership and 
shows how leadership power derives from 
formal authority and influence . It 
gives participants an opportunity to 
assess their own management style and 
compare it to the self-perception of 
other managers nationally or to the 
perception of the work group they su- 
pervise. 



FORMAT/MEDIUM: 



Software package computer-assisted in- 
struction 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS 



GAO managers interested in improving 
their effectiveness as leaders 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Elements of Supervision 
Advanced Supervision 
Managerial Leadership 



RELATIONSHIP 

Supplemental/reference 
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LEADING MEETINGS 



OBJECTIVES = 



To help master skills in running a 
meeting successfully from start to fin- 
ish; to show subtle, yet powerful ways 
to control the various problems that 
can threaten to sidetrack or even de- 
stroy a meeting; to give one added 
stature and self-confidence in demon- 
strating new leadership skills. 



CONTENT: 



Shaping the Meeting , Stimulating Dis- 
cussion, Maintaining Focus, Handling 
Problems, and Concluding the Meeting. 



FORMAT/MEDIUM; 



Audio-cassette, workbook 



LENGTH: 



5 hours 



RECOMMENDED 
PARTICIPANTS : 



Supervisors, managers 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Running Effective Meetings 



RELATIONSHIP-- 

Supplemental/reference 
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MANAGERIAL COMMUNICATION: HOW TO MASTKR 



OBJECTIVES: 



To improve communication between mana- 
gers and stafE men'oecs i the work- 
place . 



CONTENT : 



Participants will assess their own lev- 
els of communication with respect to 
communication in the workplace, commun- 
ication for social support, and commun- 
ication for sharing. 



FORMAT/MEDIUM; 



Study guide (workbook) and cassettes 



LENGTH: 



6 tapes ( 1 2 hours 



RECOMMENDED 
PARTICIPANTS 



Any manager or supervisor interested in 
improving his or her communication 
skills 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Transition Workshop for New 

Supervisors 

Elements of Supervision 
Advanced Supervision 



RELATIONSHIP 

Supplemental/reference 
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MANAGERIAL/EXECUTIVE SPEAKERS PROGRAMS 



DATE 



TOPIC/SPEAKER 



January 27, 1983 



December 2, 1983 



June 14, 1984 



Wellness: The Hunan Dimension at Work 

Dr. David Morrison, Morrison Associates, Ltd. 

Organizational Transformation, Organizational Excellence, 
and Quality of Work Life 

Delmar L. Landen, Distinguished Fellow, American 
Productivity Center; former Director of Organiza- 
tional Research and Development at General Motors 
Corporation 

Basil Whiting, Executive Director, Michigan Quality 
of Work Life Council; former Deputy Assistant, 
Secretary of Labor 

Futuristic Management: Managing Through the 1990s 

Dr. Peter vaill, Professor of Human Systems, George 
Washington University; former Dean of Government 
and Business Administration (GWU) 



September 28, 1984 



Panel Discussion 



The Role of the Media in Shaping and 
Influencing Public Policy 



November 9, 1984 



Jody Powell, former Press Secretary for President 
Carter; Syndicated political Columnist, Los Angeles 
Times 

David Gergen, former Director of Communications for 
President Reagan; Visiting Fellow, American Enter- 
prise Institute 

Dr. Alan Pearce, {Panel Moderator), former Chief 
Economist, House Subcommittee on Communication, 
Federal Communication Commission 

Micros for Managers 

David J. Stang, Ph.D. 

President, Starware Corporation, Washington, D.C. 



IV 



23 



MANAGING CONFLICT 



OBJECTIVES 



To identify one's primary conflict man- 
agement style and understand ways in 
which appropriately managed conflict 
can improve relationships and/or en- 
hance organizational/personal effec- 
tiveness. 



CONTENTS 



To understand the advantages and disad- 
vantages of disagreements, competition, 
and conflict; to learn about the meth- 
ods and attitudes of proactive manage- 
ment, effective communication, and ap- 
ply the proactive style to resolve con- 
flicts . 



FORMAT/MEDIUM! 



Audio and workbook 



LENGTHS 



6 tapes ( 12 hours) 



RECOMMENDED 
PARTICIPANTS: 



All GAO employees 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 
Advanced Supervision 
Career development conflict workshops 



RELATIONSHIP 

Supplemental/reference 
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MANAGING CONFLICT PRODUCTIVELY 



OBJECTIVES: 



To learn about power negotiations and 
how to deal with conflict. 



CONTENTS 



This package discusses sources of con- 
flict and its destructive and produc- 
tive uses. It provides a simulation 
exercise in conflict, competition and 
cooperation. The program also presents 
information on the aspects of power in 
relationships, negotiation and bargain- 
ing strategies, and suggests ways to 
structure situations for win-win out- 
comes. 



FORMAT/MEDIUM : 



Audio-cassette tapes/workbook 



LENGTH: 



2 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers interested in understanding 
and managing conflict to increase their 
organizational effectiveness 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 
Advanced Supervision 



RELATIONSHIP 

Supplemental/reference 
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MANAGING TIME EFFECTIVELY 



OBJECTIVES s 



To aid managers in utilizing their time 
effectively. 



CONTENT: 



Time management problems are presented 
followed by a self-assessment where 
participants identify their strengths 
and weaknesses in their use of time. 
Individuals are shown how to set prior- 
ities, keep a time log, and then plan 
how to use their time more effectively. 



FORMAT/MEDIUM: 



Software Package Computer-Assisted 
Instruction 



LENGTH 



3 hours 



RECOMMENDED 
PARTICIPANTS 



GAO employees interested in utilizing 
their time most effectively 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Time Management for Managers 
Time Management for Secretaries 



RELATIONSHIP 

Supplemental/reference 
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MEGATRENDS 



OBJECTIVES: 



To provide the user with a synopsis of 
the book Megatrends. 



CONTENT: 



This audiotape program highlights the 
important points from the book. It 
provides information one needs to pre- 
pare for and profit from the great 
changes that lie ahead such as: (1) 
what industries will profit in the new 
economy; (2) what to study; and (3) the 
nature of the new tech society. 



FORMAT/MEDIUM; 



Audio-cassette tape 



LENGTH : 



One hour 



RECOMMENDED 
PARTICIPANTS: 



Anyone interested in learning about, 
and/or preparing for , the changes or 
trends that might come about in the 
years ahead 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE-- 

Management development curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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MOTIVATING TO ACHIEVE RESULTS 



OBJECTIVES: 



This program is designed to increase 
the user's understanding of motivation 
and its effect on employee performance. 



CONTENT s 



situations 
as man- 



Users evaluate typical work 

in order to assess how they, 

agers, handle employee motivation. To 

assist users in improving the motiva 

tion of their employees, 

the categories 



of 



they identify 

i_ii uaut;yut.j.ec. UL human need which 
influence employee motivation. Partic- 
ipants also examine a motivation model, 
analyze how to improve motivation, and 
develop an action plan to respond to 
their findings. 



FORMAT/MEDIUM: 



Computer- assisted instruction 



LENGTH : 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers interested in learning more 
about motivation and how it effects 
employee performance 



RELATIONSHIP TO 
EXISTING 



CURRICULUM/COURSE 

Elements of Supervision 

Advanced Supervision 

Managing the Transition to Supervisor 



RELATIONSHIP 

Supplemental/reference 
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MOTIVATION TECHNIQUES FOR MANAGERS AND SUPERVISORS 



OBJECTIVES: 



To inform managers and supervisors of 
the tools necessary to motivate employ- 
ees 



CONTENT: 



6 Tapes consisting of the following 
categories : 

1 . Why People Act The Way They Do 

2. Motivation Tools 

3. Motivation Techniques for Man- 
agers and Supervisors 

4. Concept of winning or Losing 

5. Different Strokes for Different 
Folks 

6. Life Payoffs 



FORMAT/ MEDIUM: 



Cassette tapes 



LENGTH : 



6 Tapes (12 hours) 



RECOMMENDED 
PARTICIPANTS: 



For practicing managers 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Elements of Supervision 
Advanced Supervision 



RELATIONSHIP 

Supplemental/reference 
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NO-NONSENSE DELEGATION 



OBJECTIVES s 



To explain the importance of delegation 
and how to manage delegation well. 



CONTENT : 



A thorough discussion of delegation as 
a function central to management. The 
discussion challenges managers to fully 
and carefully manage delegation as a 
vital part of making their organization 
effective . 



FORMAT/MEDIUM; 



Cassette tape 



LENGTH: 



45 minutes 



RECOMMENDED 
PARTICIPANTS: 



Anyone who supervises or is super- 
vised. Helpful to staff who want to 
get clearer, more complete information 
from a supervisor about tasks being 
delegated 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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THE ONE-MINUTE MANAGER 



OBJECTIVES: To provide the user with a synopsis of 

the book The One-Minute Manager. 

CONTENT: This audiotape program highlights the 

important points described in the book, 
discusses how these points can be 
turned into day-to-day skills and shows 
how they work in real-life situations. 



FORMAT/MEDIUMs Audio- cassette tape 

LENGTH: One hour 



RECOMMENDED 

PARTICIPANTS: Supervisors and managers interested in 

improving their managerial skills 



RELATIONSHIP TO 

EXISTING TRAINING: CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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PARTICIPATIVE MANAGEMENT: TEAM SUCCESS 



OBJECTIVES 



The purpose of the package is to help 
managers and their employees function 
more efficiently as tightly-knit work 
teams sharing a common commitment to 
quality and productivity. 



CONTENT: 



1 ) Benefits and Limitations of Parti- 
cipative Management 

2) Assessment of members' values and 
behavioral styles. 

3) Practical tools for better team 
communication. 

4) Information to aid a leader to help 
a group move to a consensus. 



FORMAT/MEDIUM; 



Software package computer-assisted in- 
struction 



LENGTH : 



4-6 hours 



RECOMMENDED 
PARTICIPANTS: 



Managers and Future Managers 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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PERFORMANCE APPRAISAL 



OBJECTIVES: 



To inform managers of the aspects of 
reviewing an employee's performance and 
how to accurately appraise an employ- 
ee's performance. 



CONTENTS 



The program deals with the establish- 
ment of performance criteria and the 
evaluation of results. Legal aspects 
of performance appraisals are dis- 
cussed. The user takes part in a simu- 
lated performance appraisal discussion. 



FORMAT/MEDIUM; 



Software package computer-assisted in- 
struction 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



Any GAO manager or supervisor inter- 
ested in accurately assessing and dis- 
cussing an employee's performance 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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PROBLEM-SOLVING SKILLS FOR SUPERVISORS 



OBJECTIVES: 



To be better prepared to make those de- 
cisions that most effectively and effi- 
ciently minimize or eliminate the nega- 
tive effects of a problem. 



CONTENT: 



The package describes a ten- step 
problem- solving method for resolving 
problems. It discusses how to 
nize, specify, and approach 
Problem-analysis techniques, 
force-field analysis, are 



recog- 
problems, 
such as 
also pre- 



sented. The last part of the package 
describes three phases of group 
problem-solving including action plan- 
ning, evaluation and follow-up. 



FORMAT/MEDIUM: 



Audio- cassettes/workbook 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



Supervisors and managers interested in 
making better problem- solving deci- 
sions 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 
Advanced Supervision 
Managerial Decisionmaking 



RELATIONSHIP 

Supplemental/reference 
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SOLVING PROBLEMS CREATIVELY 



OBJECTIVES , 



To help participants be more creative 
in solving problems by learning how to 
define problems, becoming aware of the 
factors that block creativity, and de- 
veloping skills and strategies for 
planning creative solutions. 



CONTENTS 



Topics include: Introduction to Prob- 
lem Solving; the Problem-Solving Pro- 
cess; Defining the Problem; Idea Pro- 
duction : Generating Solutions; and 
Evaluation, Decision, and Implementa- 
tion. 



FORMAT/MEDIUM; 



Videotape , audiotape , workbook 



LENGTH: 



4-8 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone interested in learning how to 
solve problems creatively 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE-- 

Managerial Decisionmaking 
Advanced Supervision 
Career development conflict 
workshops 



RELATIONSHIP-- 

Supplemental/reference 
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TRIGGERS MANAGING BY EXCEPTION 



iJECTIVES: 



To provide a framework for planning 
operations, monitoring results, trig- 
gering actions, and learning from past 
business experiences. 



'WTENTs 



This package helps managers keep track 
of acceptable performance while alert- 
ing them to what needs their attention 
and immediate direction. Each step in 
the managing by exception process 
planning, identifying exceptions, prob- 
lem solving and following up is fully 
explained with case studies and activi- 
ties. Managers also learn how to re- 
fine the objectives, controls and ac- 
ceptable performance levels that they 
want to monitor with the Trigger pro- 
gram. 



iRMAT/MEDIUM; 



Computer-assisted instruction 



13GTH 



3 hours 



COMMENDED 
JRTICIPANTS: 



Managers who want to monitor key per- 
formance areas and increase the effec- 
tiveness of their span of control 



IJVTIONSHIP TO 
ISTING TRAINING: 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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UNDERSTANDING PERSONAL INTERACTION STYLES 



OBJECTIVES 



To help an individual and up to five 
colleagues at a time develop a better 
understanding of each other 1 s personal 
interaction styles. 



CONTENT : 



This program gives the' participant an 
opportunity to assess his/her own per- 
sonal style of interaction and to com- 
pare it to the perception of the work 
group he/she supervises. It provides 
users with a better understanding of 
their own personal interaction styles 
in both the cognitive and affective 
domains, as well as the personal inter- 
action styles of their group members, 
with the intention of increasing team- 
work and productivity. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH: 



4 hours 



RECOMMENDED 
PARTICIPANTS: 



GAO managers interested in assessing 
their personal interaction styles 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Management development curriculum 



RELATIONSHIP 

Supplemental/reference 
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WARREN BENNIS ON LEADERS s AN ENDANGERED SPECIES 



OBJECTIVES? 



To inform management of the character- 
istics and attributes usually present 
in high-level leadership positions and 
the difficulties that leaders may en- 
counter. 



CONTENT; 



Participants will learn about the man- 
ner in which leaders ascend to their 
positions and discover some advantages 
and disadvantages associated with the 
responsibility of leadership. 



FORMAT/MEDIUM; 



Audio- case tte tapes 



LENGTH : 



12 hours 



RECOMMENDED 
PARTICIPANTS: 



Anyone who is interested in learning 
more about leadership 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 
Managerial Leadership 



RELATIONSHIP 

Supplemental/reference 
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SECTION V: SECRETARIAL/CLERICAL 



BUSINESS ENGLISH 



OBJECTIVES s 



To briefly review major concepts in 
Business English. 



CONTENT: 



Review of parts of a sentence, subject/ 
verb agreement, and pronoun/antecedent 
agreement. 



FORMAT/MEDIUM; 



Workbook 



LENGTH : 



10 hours 



RECOMMENDED 
PARTICIPANTS s 



Any GAO employee needing to review 
basic English concepts 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 
Personal development 



RELATIONSHIP 

Supplemental/reference 



V 



BUSINESS PILING AND RECORDS CONTROL 

OBJECTIVES: To teach the methods of handling the 

designation and control of business re-- 
cords. 

CONTENT- The development of electronic means of 

producing certain types of records and 
accelerated activity in the develop- 
ment of mechanical means for handling 
business records. 



FORMAT/MEDIUM: Book 

LENGTHS 234 pages (Self-paced) 

PARTICIPANTS: Any GAO employee interested in main- 
taining and producing business records 



RELATIONSHIP TO 

EXISTING TRAININGS CURRICULUM/COURSE. 

Personal development/career 

development 



RELATIONSHIP 

Supplemental/reference 
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ENGLISH USAGE DRILLS AND EXERCISES 



JECTIVESs 



To learn the basic rules of grammar 



'NTENTs 



Sentence structure; possess ives, pro- 
nouns, and verbs; subject/verb agree- 
ment; and adverbs and adjectives. This 
course provides more in-depth instruc- 
tion than Business English. 



RMAT/MEDIUM: 



5NGTH: 



Workbook 
30 hours 



3COMMENDED 
WRTICIPANTS: 



Any GAO employee needing to enhance his 
or her knowledge of English grammar 



3LATIONSHIP TO 
LISTING TRAINING: 



CURRICULUM/COURSE 
personal development 



RELATIONSHIP 

Supplemental/reference 
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FILING PRACTICE (GREGG) 



OBJECTIVES: 



To learn the fundamentals of filing 



CONTENT : 



The user completes a series of instruc- 
tions, exercises, and quizzes concern- 
ing alphabetic card indexing and fil- 
ing, alphabetic correspondence filing, 
subject correspondence filing and nu- 
meric card filing. 



FORMAT/MEDIUM: 



Student text and workbook 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Individuals interested in learning the 
fundamentals of filing 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 



V 



GAO GUIDE FOR KICOM OPERATIONS 



OBJECTIVES: 



To present the most efficient and ef- 
fective way of adapting the MICOM's ad- 
vanced capabilities to the GAO format. 



CONTENT : 



The Guide concentrates on GAO format 
and how the MICOM could be most effec- 
tively used in conforming with that 
format. This Guide does not detail all 
MICOM processes and should be used 
along with the MICOM Reference Manual 
and the GAO Style Manual and Word Pro- 
cessing Guide. 



FORMAT/MEDIUM; 



LENGTH: 



Study guide 
Self-paced 



RECOMMENDED 
PARTICIPANTS: 



This Guide was prepared for those with 
a basic knowledge of how to operate the 
MICOM 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 
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HOW TO DEAL WITH SECRETARIAL STRESS 



OBJECTIVES: 



To define stress, describe its causes 
and learn how to successfully manage 
it. 



CONTENT: 



Unit 1 : The Sources of Stress in the 

Life of a Secretary 
Unit 2: Understanding Stress 
Unit 3: The High Costs of Stress 
Unit 4: The Vital Key to Managing 

Stress 
Unit 5: Stress Management Strategies 

for Secretaries 
Unit 6: A Challenge to Change 



FORMAT/MEDIUM: 



Audio- cassette/workbook 



LENGTH s 



Self-paced (6 tapes - 12 sides) 



RECOMMENDED 
PARTICIPANTS: 



Secretaries interested in better under- 
standing the causes of stress and how 
to manage stress more effectively 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 



V - 7 



MASTERTYPE 



OBJECTIVES: 



To improve and enhance one's typing and 
keyboard skills. 



CONTENT : 



Provides lessons in the form of a fast- 
paced adventure game . The participant 
must type quickly and accurately to 
save himself /herself from attacking 
spaceships . The first several lessons 
teach the appropriate fingers to use 
for each key. Lessons 9 through 1 7 
develop a person 1 s typing speed. Les- 
son 1 8 teaches BASIC programming key- 
words . There are two different game 
modes to choose from the skilled typ- 
ist can speed up the game to over 1 00 
words-per-minute . 



FORMAT/MEDIUM: 



Software Package Computer- As sis ted 
Instruction 



LENGTH : 



18 Lessons 



RECOMMENDED 
PARTICIPANTS 



Anyone interested in enhancing their 
key boar ding skills 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental /reference 



V 



OBJECTIVES : 
CONTENT: 
FORMAT/MEDIUM: 
LENGTH : 



RECOMMENDED 
PARTICIPANTS: 



RELATIONSHIP TO 
EXISTING TRAINING; 



MASTERING TYPING 



To improve typing skills. 



23 lessons of drills and exercises. 



Typing workbook 



83 pages (Self-paced) 



Anyone interested in developing and/or 
improving typing skills 



CURRICULUM/COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP-- 

Supplemental/reference 
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MICOM TRAINING 



OBJECTIVES: 



To understand and learn the different 
functions and features of the Micom. 



CONTENT: 



Typing, revising, and 'reformatting doc- 
uments, as well as preparing multi- 
column documents or documents with 
charts and graphs. 



FORMAT/MEDIUM: 



Study guide (workbook) and cassettes 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Any GAO secretary or clerk-typist 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 
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NOTEHAND (GREGG) 



OBJECTIVES : 



To provide instruction in note taking 
processes and procedures, and at the 
same time, develop a writing facility 
(notehand) with which to make notes 
rapidly and easily. 



CONTENT; 



Unit 1 introductory; units 2-8 
devoted to presenting the most fre- 
quently used notehand principles. 



FORMAT/MEDIOMi 



Book 



LENGTH : 



352 pages (Self-paced) 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee interested in secre- 
tarial courses , shorthand/notehand , 
etc. 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 
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PERFECT FILER 



OBJECTIVES : 



To enable the participant to learn how 
to use an electronic filing program. 



CONTENT : 



This program is designed to familiarize 
the user with all the major commands 
and capabilities of Perfect Filer. It 
describes how to produce forms, lists 
and form letters and demonstrates how 
to link information with a communica- 
tions package, a data management pack- 
age and a word processing package. 



FORMAT/MEDIUM: 



Computer- ass is ted instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Anyone wishing to use microcomputers 
for filing data 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE-- 
ADP/computer courses 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 



V 



PROFESSIONAL SKILLS FOR SECRETARIES 



OBJECTIVES : 



To help the user to develop, refine, or 
improve the skills and attitudes needed 
to make a success of his/her secretar- 
ial career. 



CONTENT: 



FORMAT/MEDIUM: 



The program explores the role of the 
secretary today, the organizing and 
interpersonal skills a successful sec- 
retary needs and the office of the 
future. It delves into the needs of, 
and issues relating to, the secretarial 
work force. This four-part print-and- 
videocassette course covers the follow- 
ing topics: 

"We're Counting On You 
"Getting The Job Done 
"Working With Others 
"Coping With Change 

4 videotapes and companion workbooks 



LENGTH: 



30 minutes each video 



RECOMMENDED 
PARTICIPANTS: 



RELATIONSHIP TO 
EXISTING TRAINING; 



This course is designed for { 1 ) the 
inexperienced secretary who needs to 
develop professional skills; (2) the 
secretary who would be helped by a 
refresher course; and (3) the secretary 
who has returned to the work force 
after a number of years at home 



CURRICULUM/COURSE 

Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 
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PUNCTUATION DRILLS AND EXERCISES 

OBJECTIVES: To improve punctuation, spelling, gram- 

mar, etc. 

CONTENT: Punctuation workbook divided into 6 

parts. Each part divided into lessons 
which usually include: (1) rules or 
guides to study, ( 2 ) examples to ana- 
lyze arid use in understanding the 
guides, (3) practice items with answer 
confirmations to help gain mastery of 
the guides, and (4) a "challenge" to 
test mastery of the lessons. 

FORMAT/MEDIUM: Workbook 

LENGTH: 108 pages 



RECOMMENDED 

PARTICIPANTS: Any GAO employee interested in improv- 

ing punctuation, spelling , grammar, 
etc. 



RELATIONSHIP TO 

EXISTING TRAINING: CURRICULUM/COURSE - 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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RECORDINGS FOR SPELLING DRILLS AND EXERCISES 



OBJECTIVES : 
CONTENT: 



To improve spelling skills. 



Spelling drills and exercises 



FORMAT/MEDIUM: 



LENGTH : 



Audiotape 
Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee interested in improv- 
ing spelling ability 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 
development 



RELATIONSHIP 

Supplemental/reference 
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SHORTHAND (GREGG) 



OBJECTIVES: 



To provide participants with shorthand 
materials and accompanying transcripts 
to enable them to take shorthand and 
check their work. 



CONTENT: 



Letters in shorthand and accompanying 
transcripts. 



FORMAT/MEDIUM: 



2 Gregg shorthand pamphlets, 1 Gregg 
catalogue 



LENGTH: 



Pamphlets 60 pages each 

Gregg Shorthand 2 booklets 176 pages 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee interested in secre- 
tarial/shorthand courses . 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 

Personal development/career 

development 
Secretarial curriculum 



RELATIONSHIP 

Supplemental/reference 



V - 16 



SPELLING DRILLS AND EXERCISES 



OBJECTIVES: 



To learn spelling rules and practice 
spelling. 



CONTENT : 



FORMAT/MEDIUM: 



Correcting the most common spelling 
errors: confusing vowels, silent let- 
ters, plurals, possess ives, etc. 

Workbook 



LENGTH: 



30 hours 



RECOMMENDED 
PARTICIPANTS: 



Any GAO employee who needs to write or 
type without making spelling errors 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PAGE 



Grammatik VI- 2 

Peachtext , , VI- 3 

Perfect Writer with Speller and Thesaurus VI- 4 

Punctuation and Style , VI- 5 

Think Tank VI- 6 



VI - 1 



OBJECTIVES: 



To develop proofreading and line edit- 
ing skills. 



CONTENT: 



Sentence level problems such as passive 
voice, and problems with punctuation. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH : 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Auditor/evaluators, writer/editors 



RELATIONSHIP TO 
EXISTING TRAINING; 



CURRICULUM/COURSE 
Writing curriculum 



RELATIONSHIP-- 

Supplemental/reference 
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PEACHTEXT (including tutorial) 



OBJECTIVES: 



To enable the participant to learn how 
to use a word processing program. 



CONTENT; 



The tutorial provides step-by-step in- 
structions on how to create, edit and 
save, a document. Among the processes 
covered are deletions by the character, 
word, sentence, or paragraph and copy- 
ing text within and between documents. 
This program is designed to facilitate 
familiarity with all the major commands 
and capabilities of Peachtext. 



FORMAT/MEDIUM; 



Computer- ass is ted instruction 



LENGTH; 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Anyone interested in learning the func- 
tions and capabilities of the Peachtext 
word processing program 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 
Technical curriculum 
Secretarial curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PERFECT WRITER (including tutorial) 



OBJECTIVES: 



To enable the participant to learn how 
to use a word processing program. 



COHTENT: 



The tutorial provides step-by-step in- 
structions on how to use the word pro- 
cessing program. This program is de- 
signed to facilitate familiarity with 
all the major commands and capabilities 
of perfect Writer. This package also 
contains an integrated editor, thesau- 
rus and spelling checker. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS 



Anyone who wishes to use microcomputers 
as word processors 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/COURSE-- 
Technical curriculum 
Secretarial curriculum 
Personal development 



RELATIONSHIP 

Supplemental/reference 
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PUNCTUATION AND STYLE 



OBJECTIVES 



To improve one 1 s writing style and 
punctuation. 



CONTENT: 



A software package that helps improve 
one 1 s writing style and punctuation. 
One aspect of the package looks for er- 
rors related to punctuation, capitali- 
zation, quotation marks and brackets , 
numbers, and other things - 24 kinds of 
errors in all . A second part of the 
package points out phrases that ought 
to be avoided , such as wordy, awkward 
or pretentious phrases, and suggests 
alternatives. 



FORMAT/MEDIUM: 



Computer-assisted instruction 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS 



Individuals interested in improving 
their writing style and punctuation 
skills 



RELATIONSHIP TO 
EXISTING TRAINING 



CURRICULUM/ COURSE 
Writing curriculum 



RELATIONSHIP 

Supplemental/reference 
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THINK TANK 



OBJECTIVES: 



To help writers develop and organize 
ideas. 



CONTENT: 



Helps the writer develop thoughts on 
what to write, then how to outline. 



FORMAT/MEDIUM; 



Computer-assisted instruction 



LENGTH: 



Self-paced 



RECOMMENDED 
PARTICIPANTS: 



Anyone who needs help in organizing 
ideas before putting the words down 



RELATIONSHIP TO 
EXISTING TRAINING: 



CURRICULUM/ COURSE 
Writing curriculum 



RELATIONSHIP 

Supplemental/reference 
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